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ODutline of Co rbent

Segurity - Stressed hroughout avery cla .

Plements of lotolligence

Intelligence defined. Introducticn to basic indermatlon necsgsary
to understand missioa of Cli,

Grganization of 4he Goyarvment

Ccppucture of V. . Sovermment, and this Apency's relative position

“in 1t. Speclel empnasis on cur“hnt CHBNOeR, rﬁorgarLz tlon.
Recormendea rouding fer background in govermmert. intellirence,

Jovernment Terminology

Introduction Yo words pecnliar to povern nenuy ond o intellipentce;
gseientifie and geograrhic words. atrgased. Uze of
dictionary.

Agency Forms and lrocedures

Most frequently used fomms explained, vaing Vu-Crophe  Practical
oreblems. :

Ovganization of 2I5

wxplsantion of anternal struelure of Apency, Wwith enphealis on
funetions. :

Ofrice Irotoocl

Diseussion of Wman relationz on the job. acesnt on office
courtesy, punstuality, discretion, ndapiebliity, atiitude,
¥xemples cited of special Ageney pro obt:lens withia this uren,

and of u+,fﬂiaq to nuu,a. Personnci Lwnluation Report explained
as Tirst step do Coreery Cervice Jinn. Qversens glamearr played
dowg; problen of ccllage girl in clerical sict dlscusnusd.

Pulidivgs and

Practicni intommation Tesarding physdgal locution of bui.dings .
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Categorics ol 1ssuances, and respective methods for handling.
¥ointenance of manual.

digtory of intelligence

Rackground material of a gemeral nature.

¥ciling Lrogedures and Document Classification

Tnetructions For handling meil classified‘up to Top Secret.

Tiling

i gV

Goperal infomation on Ageney systems. Practical problems,

Libroxy

Information on facilities aveilable; instructions as to how to
use them-

Area Study

fleopolitical concepts. Lffort to stimuinte reading and study-
Emphasis on correct spelling, where to find information, eic.

Telephone Technicues

Courtesy, security restrietions. UIractical informetion on
where to call for wvarlous services.

Telephone lab

Physical set-up of fgency phones. Accent on voice quality,
nelpfulness, general approach. Lach student’s voice recorded

during phone conversation and played back for analysis and
self-criticism.
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Mechandes of Correspondence

brercisss designed %o point up weaknegses in spalling,
runctuation, capitalization. and hyphenization. Brief
statements of zurrent usage,

Fypiag Shorteuts

Prazetical prohloms using typewriter: stencils R dit‘t}os, carbon
sopies, labels, rough drafi preparation, tables, erasures;
chain feeding of cards, envelopes.

Lorrespondence Manual
Tatengive half-day of lecture and study of CIA

correspondence .
rractical problems using this information.
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